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Managing Templates

To manage a template of meeting OneHome  GovemingBody  Govemors  Estabishment  Meeting Actons |AcionTempiaies|  Reports
actions, click the Action Templates o
ction Templates

button on the primary navigation bar to - CoE
display the Action Templates page.

| ([seng)

Enter search criteria and click the T ——
Search button to display matching P——p——
templates in the List of Templates.

To add a new template of actions, click
the Add button. Proceed to Adding a
Template.

To clone an existing template, highlight
it then click the Clone button. Proceed {u

to Cloning a Template. o

Descrntion |

To delete a template, highlight it then
click the Delete button.

Adding a Template

Clicking the Add button on the Action Template Enquiry
Templates page enables you to add details Action Templates
of a new template. (=)
1. Click the Details sub-tab at the bottom Governing Bodv
of the page.

(Ao vt £

List of Templates

Select a Governing Body (if required) osadd | | %elete | [ [3Chne |
and enter a Description for the ocserption 1 | Governing Body T
template.

Click the Save button.

Search is con

Details | Actions

Govermng oy 1oy ot e[

Description New Template

Click the Actions sub-tab at the

=
bottom of the page. e add | | % Delete | [ | jclone

Click the Add button to display the Description | Governing Body |
Template Action | Add dialog. New Template | stss M B

J Details I Actions |

| = Add | | Edit | | ¥ Delete | ‘ 1 save | ‘ Cancel |

Due [;ay ATH | Description [ |Assigned To Position I |A1:Ii|]n To Take I |
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6. To add a new template action:

Template Action | Add

a. Select a Due Day. This is the
number of days relative to the P— —
meeting date that the action is due [ | (colendar iy ratatue 10 th st ofthe macting)
to be completed. It can be a negative |/
number if it is prior to the meeting ‘

g . Assignedtoposiion* [ [s]
. Enter a Description for the action.

. Enter Action to Take, if required.
. Select an Assigned to Position.

Click the OK button to display the
Action Templates page.

8. Click the Save button.

Action Templates
@

Q-Add 3¢ Delete | 4 Clone
Descrption 1 | Govering sody 7 |
New Template | shiay sy Lol

et | actions |

\\l i | | ruin| | odes| [ Biseve. | | cancel |

Due Day T | Description 7 | Assigned To position T | Action To Take T |

-10 Distribute Agenda Clerk

Cloning a Template

Clicking the Clone button on the Action

Templates page creates a new template FAdd |
with the same detallls as the selected B | ST— |
template. The details can then be

New Template | sy Hoiale ill-IlI
updated.

1. Click the Details sub-tab at the bottom
of the page.

¥ Delete | | ] Clone

Select a different Governing Body (if
required) and enter a Description for
the new template.

Click the Save button to save the
details.

Details | Actions

| [ Save || Cancel |

Click the Actions sub-tab to update the
meeting actions, if required.

Governing Body | Ly o de fntme

Click the Save button to save the
meeting actions.

Description Cloned Template
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